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Connecting People and Employers through Engagement

Welcome to the DWD video tutorial on Amended Wage Reporting.
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Requests to amend previously submitted
Quarterly Employment and Wage Reports
can now be submitted electronically
through UPLINK ESS. This is done by
submitting a new wage file with corrected
and complete wage datq, either by manuadl
entry or file upload, for review by DWD. This
tutorial will guide you through the process.

Connecting People and Employers through Engagement
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To submit your updated wage report, click “Wage Reports”, then “Amend Wage Report”, from
the left-hand navigation bar.
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The Amended Wage Reporting screen will appear. From here, using the drop-down menu op-
tions, select the “Year” and “Quarter” to change. Click “Next” to continue.

*Only quarters within the statute of limitations and available for amendment will be displayed
for selection. Quarters not previously submitted, currently under audit or that have been au-
dited will not display. Users cannot submit multiple requests for the same quarter where an
amended wage report request is still pending.
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Quarterly Wage and Employment Reports can be amended by manual entry or file upload.

Amending a prior quarterly wage report by manual entry is completed by editing individual
wage records, adding a new wage record or deleting a previously reported wage record.
Amending wage reports by manual entry may be done provided that the previously submitted
report and the amended report contain 50 or fewer employees. Select “Manual Entry” to
amend the report by this method.

Select “File Upload” to amend wage reports with more than 50 employees. Amending a prior
guarterly wage report by file upload is completed by uploading a new wage file with corrected
and complete wage data.
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Before submitting a request to amend the wage report via file upload, the amended wage
file must be in a valid format, either ICESA+ or .CSV (Comma-Separated Value). Users can
download and save previously filed wage reports in the .CSV format through UPLINK ESS.
These can then be used to update the wage records and submit an amended wage report
for review.

To download a copy of the initial wage report, using the left-hand navigation bar, select
“Summary Information” and then “Wage Report History”.
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Wage Report History
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The Wage Report History screen will appear. The most up-to-date wage reports previously

posted to the account will display. Click “Download”, located to the far right-hand side of the
Quarter/Year wage report to be amended. Click “Open” to view the details of the report.
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The selected report will download & open in .CSV format. Amend the wage report as needed.
Any missing data can be entered at this time as well. Make sure that you do not hit the space
bar here otherwise it will not pass error checking.

In this example, the gross wages for Willy Adams should have been $2,500 rather than
$25,000 as originally filed. The wage file will be amended to reflect the correct amount.
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It may be helpful to sort the wage record data if you have a large file to be amended. To sort
the data, click the green arrow immediately to the left of column A. The complete worksheet
will change to gray to show it has been selected. This will ensure that all wage record data is
retained within the correct row and column.

This example will be sorted by SSN. Click the “Data” tab at the top of the spreadsheet, then
click “Sort”. A dialogue box will appear. In order for the file to upload, rows 1 and 2 must al-
ways remain in the same location as shown in this image. (Row 1 = Headers and Row 2 = Sam-
ple) To ensure that the file uploads in the correct format, sort by multiple levels and be sure
that the box “My data has headers” is checked. To add a level, click “Add Level”. Then, using
the drop-down arrows, choose Sort by “Row Type”, “A to Z” and then choose “SSN”, “A to Z”.
Rows 1 and 2 will remain in the same location within the file and the wage data will be sorted
numerically by social security numbers.

Users may prefer to use a find command to quickly locate data in the worksheet to be amend-
ed. To find specific data, press “Ctrl+F”. Enter the text or value you want to locate and then
click “Enter” to start the search.
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We suggest saving the amended report as a .CSV file by selecting “File”, “Save As”, using the
drop-down select Save as type “CSV (Comma delimited) (*.csv)” and then select “Save”. You
may wish to change the file name before saving.

When saving your file in .CSV format, informational text will appear regarding the .CSV file
type. The system will ask if you want to keep using the .CSV format. ALWAYS answer this
question “Yes”. This ensures your file is saved in the correct format for file upload. Do not
close the file until it has uploaded successfully.

10
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| Fields marked with an asterisk * are required. |

© Select a Reporting Period (2019 1: Jan 1 - Mar 31)

© select a Reporting Method

© Enter Your Report

Please upload your full wage report file with corrected employee B C:\Users\LStainbrook\Desktop\CSV Format Quarterly Wage Reports\Amended 102019 123456

records p upload that is in the approved ICESA WageReportDetails (1).csv
. e
preferred file format. s
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Here, file upload was chosen as the reporting method for the amended wage report. To begin,
click “Choose a File”. Using the upload box that appears, locate and select your amended
wage file for upload. Then, click “Open.”

The file selected for upload will appear directly above the “Upload Replacement File” button.
To continue, click “Upload Replacement File”. The system will perform the same validation &
error checks as occur during the initial wage record submission process. If the amended re-
port has errors, the system will display the errors and the severity in the same manner as the
initial wage record submission process.

11
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i ‘ Fields marked with an asterisk * are required

Select an Employer

‘Summary Information

© Select a Reporting Period (018 a3: sui 1-sep30)
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© Enter Your Report

INSTRUCTIONS
- Save progress often using the "Save Progress" button below

Make a Payment = Click the pen icon ( ¢ ) to change an existing record
« There is a 50 record maximum for manual entry

B - See a video or guide for manual reporting
Profile Maintenance

Total Gross Wages Total Number of Employees
13 19,000.00 2
H
Requests
Sap

Change Account Status

002-22-2222 9,500.00

=
SRR 2 2 Unchecked Records
ag FIRST EMPLOYEE ‘ ssn ‘ ‘ Gross Wages ‘ (471l ]
Maintain Account RO 9,500.00
5 SECOND EMPLOYEE ‘ SSN ‘ ‘ Gross Wages ‘ -“

Multi Claimant Group

Check Report Submit Report
I

When Manual Entry is selected, the wage record panels from the initial report will display and
populate. Click the pencil icon to the right of the record to be edited.

After all changes have been made click “Submit Report”. The system will perform the same
validation & error checks as occur during the initial wage record submission process. If the
amended report has errors, the system will display the errors and the severity in the same
manner as the initial wage record submission process.

12
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‘ 00000

[select an employment type]

Employed 12th Day of January?
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Cancel

Clear Form Close & Add

Close & Done
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The wage panel will re-open to allow corrections to the selected wage record data. Once the
corrections have been made click “Close & Done” to return to the previous screen and to se-
lect the next wage record to be edited. A new panel will open for each wage record selected

for editing.

After all changes have been made click “Close & Done” to return to the “Amended Wage Re-
porting” screen to submit the amended report.

13
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‘ Fields marked with an asterisk * are required.

© Select a Reporting Period (2019 q1: Jan 1 - Mar 31)

© Select a Reporting Method

© Enter Your Report

© Confirm & Complete

Total Gross Wages = $87,000.00 Total Number of Employees =7

. V| | certify, under penalty of perjury, that this report is true and complete fo the best of my knowledge.
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The final step in the process is to confirm the amended wage record data regardless of the re-
porting method. The total gross wages and the total number of employee records to be re-
ported will be displayed. Users should verify this information and then select the checkbox to
certify the information to be true and accurate. Click “I Confirm” to complete the submission
process.

Additional instructions can be found in the File Upload, Manual Wage Entry and Wage Re-
porting Errors modules all of which are available at in.gov/dwd, in the same location where
you found the link to this tutorial.

14
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Your wage report has been successfully
submitted. These changes may not appear
immediately on your account.

» Click the button below to continue.

Continue
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The amended quarterly report will be available for review by DWD after it has been success-
fully submitted. The request to amend the quarterly wage report will be reviewed by DWD to
ensure it meets eligibility and validity requirements. Once approved, the request will be pro-
cessed accordingly. Click “Continue” to return to the Homepage.

15
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For additional information regarding ESS
and wage report submission see

htips://www.in.gov/dwd/ess fag.htm

See https://www.in.gov/dwd/3296.htm
for technical specifications for these file types

Call 1-800-891-6499

Connecting People and Employers through Engagement

If you have any questions about the data you are required to provide, please reference the
Wage Reporting Guide. Phone representatives are also available by calling 1-800-891-6499,
option #2.

Thank You
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